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An overview:

Show demo, which illustrates:
- Graphics
- Animation
- Note pages
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Begin creating your files:

1) Makeafolder
Windows Explorer
File, New, Folder (nameit)
- KeepsYour Materials Organized

2) Begintodevelop a presentation
When you first open Power Point, you have the option of

using:

Wizard -- Letsthe system make some decisions
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Template -- Usestemplates within the system.

add theselater also.

You can
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Blank presentation -- You can go back later and add a
template.
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And, you have the option of opening an existing
presentation.



3) Page Setup -- Select:

File-- (on the Standard Toolbars)

Page Setup
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You need to tell the system what type of fileyou are
creating:
Online presentation
Overheads

35mm dlides, €tc.

and thedideorientation
Portrait (8 /2 x 11)
L andscape (11 x 8 1/2)

Thisisparticularly important if you are having 35mm
dides made from a Power Point file. You need to have
selected 35mm didesasthe setup selection; otherwise,
your fileswill be dlightly off center and in some cases

look very strange.



4) Ready towork. You need

Toolbars:

Toolbars give you the working buttonsto create and
manipulate material.

Goto View, Toolbars, select “Common Tasks’

Use the Common Taskstoolbar each time you want to
create a new dide. Each timeyou have the option of
selecting thelayout for that particular dlide. You can
always change your selection.
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5) Slidelayout - Thisisthetypedidethat best suitsyour
need. You can usethesetemplates and make changestothe
template, or you can design your own.
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Click on the dlide layout of your choice and proceed. If
you want to create your own format, select the blank
dide, then add your picturesand text



To make atext box, you need to have accessto the drawing
tool bars. View, Toolbars, make suredrawingtoolsis
checked.
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Thisisyour text box tool. Select the text box tool and make
a box.



Thetext box will bethewidth you makeit, but the length of
the text box expands asyou add text. You can format the text

to meet your needs.
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Therearethreetext boxeson this page:
1) Thetitle

2) The bullated list

3) Thetext on the photo
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To add text, click on the text box and you will see a box with
little dash lines. You can add text when the box lookslike
this.
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To movethe box, click on the dashed lines, and the box
becomes a box with little dots. When you move your mouse,
you will get acrossbar. Click and drag thetext box where
you want it to be.
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Y ou can changethe order of how the picturesor text boxes
appear on the page. In thiscase, | have moved the small
photo behind the large photo. To do this, goto Draw, Order,
and make the selection.
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Thisisthetext color tool. To changethecolor of thetext,
highlight the text, then select the color of choice.
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6) Waystowork using the view buttons at the bottom of the

screen (see note below):
Slide -- To seewhat thingslook like
Outline-- To createtext for didesquickly

Note pages-- To createtext part of the presentation

Sort -- Torearrangedidesand to add transitions, builds,

and animations

Slide Show -- To view the dide show -- Esc key getsyou

out of dide show

7) Slidelayout: You can changethislater.
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These areyour view options
described in item 6) above.
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7) Master Slide:
Formatting the Master dide allowsyou to put
certain thingson every dide. Thisensurescontinuity
In your presentation.

Y ou can changethat look for a given dide by
selecting:

Format, Slidebackground or Slide Color scheme.
Makeyour changes, and select, Apply (not Apply to
all, unlessyou do want the changeto apply to all
dides))
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8) Importing graphics:
Therearetwo waysto import graphics.
As objects
Aspictures

In most cases, you will want to import graphics as
pictures. Thiswill reducethe size of your filegreatly.
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Toimport agraphic, Select Insert, Picture, Clip Art
or From aFile(if it isagraphicthat you have stored
in afile), Browse, and go to thedirectory wherethe
graphicisstored. Highlight, and select insert.
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9) Note Pages
Note pages are helpful toolsfor the speaker. They
contain an image of the dlide, and commentary to go
with thedide. Thisisparticularly important if you are
creatinga“canned” presentation -- ageneric
presentation that supposedly anyone could present.
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At some point you will want to apply a design. Blank slides
arenot too attractive. Thereare several options available.
Y ou might want totry several to get the best ook for the
specific presentation.

On your Common Taskstools, thereisan option to Apply
Design. Click on it and look at the options. Y ou can apply a
design and change a design at any point.
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Thisisadidethat hasadesign applied.
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10) Print Options:
Asdides
Notepages
Handout
Outline view
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To print draft copies of your work, print pagesin black
and white. It isalso standard practiceto print the

gpeaker notesin black and whiteto makethem easier to
read.
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11) Savingyour presentation to put on another machine
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The Pack and Go feature allows you to save a lar ge presenta-
tion on diskettes. You can also savethefilesto enableyou to
show a Power Point presentation on a computer that doesnot
have Power Point installed. Follow theinstructionson the
Pack and Go feature. It will automatically tell you if you
need mor ethan onediskette.
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12) Office Assistant (help)

The question mark on the Standard Toolbarsisan
Office Assistant. Click on the ?then typein some
information that you need help with. The assistant
givesgood instructions. Thisisa\elpful tool. Keep it
in mind when you ar e stuck.
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